my|CalPERS — Generating Reports

Generating Reports in my|CalPERS

Introduction my|CalPERS provides the ability to generate reports. By following a simple
procedure, you are able to generate the reports that support many business
needs.

Table of This document contains the following information for generating reports in

Contents my|CalPERS:

1. Configuring Your Workstation
(pages 1 - 5)

2. Accessing Reports in Cognos
(pages5-7)

3. Generating the CalPERS ID and Appointment ID Report
(pages 8 - 11)

4. Generating the Contributions Detail Report
(pages 12 - 16)

5. List of my|CalPERS Reports

(page 17)
Configuring In order to generate the reports, you will need to ensure that your workstation
Your is configured appropriately to utilize the Cognos reporting software

Workstation embedded in my|CalPERS.

Step Action

1 Open Internet Explorer.
If needed, download the free upgrade to Internet Explorer v8 by selecting this link:
http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8.

[Do not upgrade to Internet Explorer v9.]

2 On the Menu Bar, select Tools and then select Internet Options.



http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8
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Step Action
3 Follow the instructions below to add Cognos as a trusted site.
1. Select the Security Tab.
2. Select the Trusted Sites zone.
3. Select the Sites button.
4. Make sure the checkbox “Require server verification (https) for all sites in

this zone” is not checked.

o

Enter https://*.calpers.ca.gov to add this website to the zone.

6. Select the Add button. (Repeat steps 5 & 6 to also add http://*.calpers.ca.gov
to trusted sites.

7. Select the Close button.

1 9| =

- Internet Options
cy I Content I Connections I Programs I .ﬁ.d'uam:ed|

Select a zone to view or change security setﬁn? 2
@ & /¥
- v

Internet Local intranet Trusted sites  Restricted
sites

Trusted sites

_'f This zone contains websites that you
e trust not to damage your computer or
vour files,

P
Trusted sites

A7 You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings. 6

Add this website to the zone: / /
https://*.calpers.ca.gov/
Websites:
*,acn.psr - Remaove

* calpers.ca.gov (M
http: /f* sabanow.net
http: f/calpers.sabanow.net

Lar . fA _1.._;vmm

[T Require server verification (https:) for all sites in this zone 7

4 (o ] |

[



https://*.calpers.ca.gov/
http://*.calpers.ca.gov/
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Step Action

4 Follow the instructions below to modify the options of the Trusted Sites zone and
set the "Enable XSS Filter" property to "Disable."”

Internet Options 2 (=)

| General ] Security | Privacy I Content I Connections I Programs [ Advanced |

Select a zone to view or changt hmsttiog

@ & |/ |0

Internet  Localintranet fTrusted sites | Restricted
sites

i
4 This zone contains websites that you
4 trust not to damage your computer or

your files.
You have websites in this zone.

Security level for this zone

Custom
Custom settings.
- To change the settings, dlick Custom level.
-To use the recommended settings, dlick Default level.

[ Enable Protected Mogadaquis Iaternet Explorer)
[ customlevel... || Defaultlevel |

[ Reset all zones to default level J

Back on the ”Internet Options” dialog, with ”Trusted Sites” still selected, select the
Custom Level button.

5 In the “Security Settings” dialog, scroll down to find the “Downloads — Automatic
prompting for file downloads” setting.

Security Settings - Trusted Sites Zone @

Settings

() _Prompt -

() Disable
@ Enable
We download
(@ Disable 3
@ Enable b
@2 Font download
() Disable
@ Enable
Z) Prompt
,_-*3 Enable .NET Framework setup
() Disable

,93 Downloads
,93 Automatic prompting for file downloads

4 m | +

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset to: [Medium(default} v] [ Reset... ]

Change the setting for “Automatic prompting for file downloads” from ”Disable”
to “Enable” by selecting the Enable radio button.

3
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Step

Action

Continue scrolling down in the “Security Settings” to the ”Enable XSS filter”

setting.

Security Settings - Trusted Sites Zone

Settings

=

() Disable
@ Enable

= | Allow websites to prompt for information using scripted windc
() Disable

=] Enable XSs filter
(*) Enable
= Scripting of Java applets
() Disable
@ Enable
©) Prompt
E?J User Authentication
SL Logon
@) Anonymous logon

< m ] »

-

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset to: [Medium (default) v] [ Reset...

)

Change the setting for ”Enable XSS filter” from ”Enable” to ”Disable” by
selecting the Disable radio button, and then select the OK button.

When prompted to change settings for this zone, select the Yes button.
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Step Action

! Back on the “Internet Options™ dialog, select the OK button.
Internet Options @@

| General | Security |privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v ©

Internet  Local intranet Trusted sites  Restricted
sites

s
/' This zone contains websites that you
V/ trust not to damage your computer or

your files.
You have websites in this zone.

Security level for this zone

Custom
Custom settings.
-To change the settings, dlick Custom level.
-To use the recommended settings, dick Default level.

[T1Enable Protected Mode (requires restarting Internet Explorer)
[ Custom level... ] [ Default level ]

[ Reset all zones to default level 1

[ OK ] Cancel ] Apply
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Step

Action

1. On the Menu Bar, select Tools and then select Pop-up Blocker.

2. Select Turn Off Pop-up Blocker.

a. Note, if you only have the option to “Turn On Pop-up Blocker”
please do not select this; you’re pop-up blocker is already turned

off.

Help

Delete Browsing Histaryg..,
InPrivate Browsing
Dizgrose Connection Problerms..,

Reopen Last Browsing Session

InPrivate Filtering

. InPrivate Filtering Settings

Pop-up Blocker
Srnartscreen Filter

Manage Add-ons
Carmpatibility Wiew
Cormpatibility Wiew Settings
Subscribe to this Feed..

Feed Discowvery
Windows Update

Developer Tools

Fiddler2

Sun lawva Console

Internet Options

Ctel +Shift+Del
Ctrl +5hift+P

Ctrl +Shift+F

-

Block Pop-ups from This Site...

Turn Off Pop-up Blocker

Pop-up Blocker Settings

F14
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Generating Reports in my|CalPERS, continued

Accessing my|CalPERS reports are generated through a program called Cognos ®.
Reports in There are many reports for business partners predefined in Cognos ®.
Cognos ® Access to reports is defined by a business contact’s system access privileges.
Use the table below to access reports in my|CalPERS.
Step Action
1 Log in to my|CalPERS.
2 From the My Home page select the up arrow to expand Common Tasks from the
left navigation menu.
Skip to: Content | Footer | Welcome City | Customize | Help | Contact Us | CalPERS On-Line | Lo
my|CalPERS
|' Profile | Reporting [Person Information || Loan Eligibility Search [‘Education
Person Search
Organization Search
Change Password
Change Challenge
Questions
Home and Personal
Loan v
< LI
3 Select the Reports link.

Skip to: Content | Footer | Welcome City | Customize | Help | Contact Us | CalPERS On-Line | Lo

my|CalPERS

|' Profile | Reporting [Person Information || Loan Eligibility Search [Education

My Home

Common —

Reports
Docums
ng ISt

Submit Ingui

Person Search

Organization Search

|<

Channe Passwnrd

| >

After selecting the Reports link, a new window will open, as shown below.
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Step Action

Select the My home link.

(& nhttps://intemal.calpers.ca.gov/b_action=xts.run&tms= portal/welcome/welcomexts - Welcome to IBM - Wi.., El@

IBM" COGNOS' 8 TraciVeteto  LogOn Log Off

Content

F11|| IBM Cognos content

Show this page in the future

Deone J Trusted sites | Protected Mode: Off 3 v ®|100% ~

5 Select and open the PSR_REPORTS_ENV98 folder highlighted in yellow.

/& hitps://internal.calpers.ca.gov/?b_action=xts.run&ms=portal/ cc.xtsBm _folder=i2D9F4DFBEFC049819B8 - Windo... [ = |[ = |5
IBM Cognos Connection Traci Veteto LogOn v | B |
I_U,_,;_LY Public Folders My Folders
Public Folders mich B EE X ore
Entries: 1 -4 ©

|} Name & Modified Actions
[C] @ PSR Operational Reporting Env38 September 25, 2011 2:08:20 AM Mare...

September 25, 2011 5:51:21 PM More...

September 23, 2011 1:50:19 PM More, .,

September 25, 2011 2:11:58 AM Mare...

/' Trusted sites | Protected Mode: Off g v W10% -

This folder contains predefined reports for business partners. The list of available
reports is filtered for each business partner based on programs contracted with
CalPERS and the system access of the business contact who is logged in.
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Generating the
CalPERS ID and
Appointment ID
Report

In order to generate the CalPERS ID and Appointment ID Report, the
business contact must have Retirement Enrollment system access privileges
assigned to their login account.

Step Action

1

Log in to my|CalPERS.

2 Follow steps in the Accessing Reports in Cognos section above on pages 5-7.

Select the CalPERS ID and Appointment ID Report link.
You can use the Search box and the navigation buttons to locate the report.

/€ https://internal.calpers.ca.gov/?b_action=xt &im=portal/ccxts8im_f

Ider=i768A02600485462A949 - Windows Internet Explorer

(o) & el

IBM Cognos Connection TraciVeteto LogOn ~ | B | ¢
o Public Folders My Folders |
| ez i : : =
Public Folders > PSR_REPORTS_ENV98 HEICEEE X
Entries: 1 - 15 (4] » M
B | | name & | Modified & | Actions
[ 0 savedReports September 29, 2011 5:48:41 AM Mare. ..
0o b Account Placed on Hold(For Consecutive Qutstanding Warrants) September 29, 2011 1:05:48 AM b @ More... E
[ P Aging Report For Unposted and Missing Payroll Reports September 29, 2011 1:05:48 AM b @ More...
[ [@» Assocated nquiries List Report September 29, 2011 1:05:51 AM b vare...
[[] [@]p BenefitEstimate Metrics Report September 29, 2011 1:05:49 AM b vore...
] P Business Partner Cateqory Report September 29, 2011 1:05:43 AM b @ More. ..
] P Business Partner Info Report September 29, 2011 1:05:43 AM b [ More...
] P Business Partner Merger Progress Report September 29, 2011 1:05:51 AM b @ More. ..
0o b Business Parinec Baticament Contract Report September 29, 2011 1:05:49 AM b @ More. ..
[ K_ CalPERS ID and Appointment ID Report September 29, 2011 1:05:52 AM b [ More...
] ) Carrier Payments sOmmary Report September 29, 2011 1:05:52 AM b @ More. ..
[ [@» carrier Register Report Detail September 29, 2011 1:05:52 AM b vare... >
Done // Trusted sites | Protected Mode: Off fy v H105% v
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Step Action

4 Enter your ten digit Business Partner CalPERS ID and an Appointment Effective
Begin Date.

Select the Finish button at the bottom of the window to generate the report.

16 el clper . gou . cion=cogneiemes action: i et afconten2ol - Windews et Elres | | = ()
CalPERS ID and Appointment ID Report -]

The purpose of this report is to display a correlation of a Participant's 55N to the newly generated CalPERS ID and
Appointment ID. When an employer uploads a file for either new appointments using SSM or new health enroliments using
SSN, this report will provide the CalPERS generated CalPERS ID and Appointment ID to the Employer

Enter Business Partner's CalPERS 1D

Business Partner CalPERS ID : -

Instructional Text
Sedect a Start Date and End Date to display all the members who receved an Appointment Id or CalPERS ID as a result of a
transaction from the Employer within the date range.

Select Start Date & End Date

Appointment Effective Begin Date : =-
Appointment Effective End Date : m-

Cancel =
| |

Diree o Trusted sites | Protected Mode: Off v Bk -

This report will include information for both active and permanently separated
participants who had an active appointment on or after the effective date entered.

5 The report generates displaying the last four digits of each employee’s Social Security
number, their Participant CalPERS ID, and their appointment information.

/& hitps:/finternal.calpers.ca.gov/7b_action=cog! i.action=runui.object=3%2fcontent%2ffol - Windows Internet Explorer ===

Cognos Viewer - CalPERS ID and Appointment ID Report | Traci Veteto LogOn ¥ | 1t 1 About B

& B -6~
CalPERS ID and Appointment ID Report ]
CalPERS
Business Partner's CalPERS ID : 1231231231
Business Partner Name : California Public Employees Retirement System

Appointment Effective Begin Date: 01/01/1990

Appointment Effective End Date :

Participant's Appolntment
“ CalPERS ID SRR

I 243024 XX XX 42675570 Walworth, Verna G. 03/01/1931
I 455791 XXXX 36577370 Tremaine, Fred E. 01/01/1932 [
I 243024 XX XX 42675560 Walworth, Verna G. 01/01/1932
R 457081 XXXX 19076630 Payne, William E. 10/01/1934
i 623957 XXXX 36853730 Carter, Mavis E. 06/21/1936
HAE_AE 645913 X XXX 35112100 Cannon,Norajane 122411936
i 534802 X XXX 37814210 Pohl, Ellen |. 03/01/1937
i 451580 XXXX 41909780 Babcock, Dubois F. 06/10/1938
i 609677 XXXX 36341000 Nutter, Doris E. 09/14/1938 ;I |
= Top # Page up ¥ Page down X Bottom jlod
Done +/ Trusted sites | Protected Mode: Off a v 1w -

10
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Step Action
6 In the upper right hand corner of the report window, you can select the format for
downloading the report by selecting the down arrow next to Report View icon.
' '€ https:/finternal.calpers.ca.gov/7b_action=cog i i.acti &uui.object="%2fcontent%2ffol - Windows Internet Explorer
Cognos Viewer - CalPERS ID and Appointment ID Report TraciVeteto LlogOn~ | f& . bout
b IJJ E&"@'.
CalPERS ID and Appointment ID Report & Vew! i fomat |
CalPERS [&] view in POF Format
Business Partner's CalPERS ID : 1231231231 3 @ w
5 View in Excel 2007 Format E View in Excel Options b
Business Partner Name : California Public Employees F [§] view in Excel 2002 Format
Appointment Effective Begin Date:  01/01/1990 ] viewt in Excel 2000 Single Sheet Format
@ View in Excel 2000 Format
Appointment Effective End Date : =] view in CSV Format
You can also select the arrow next to View in Excel Options to see the choices for
downloading the report in .xIs or .csv format.

7 Once you have selected a format, Cognos will generate the report and the following
message will display. You do not need to select the hyperlink in this message. Also,
please note that Cognos is not configured to email the report.

Your report is running.
8 Instead of waiting, you can select a delivery
method to run the report in the background.
Select a delivery methed.
8 When the report has generated, you will be prompted to Open or Save the file.

Select the Save button to download the report to your computer or network.

File Download [

Do you want to open or save this file?

@j Mame: ..yy8IRGhwyvdMhwidCGhjjs2jyqdIhvsG2dig.xlsx
1l Type: Microsoft Excel Waorksheet, 420KB

From: internal.calpers.ca.gov

oren ([ [sve ) | Conce )

harm your computer. If you do not trust the source, do not open or

lal While files from the Intemet can be useful, some files can potentially
b
= save this file. What 's the risk?

11
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Step Action

Select the Open button to view the file once the file has been saved and the following
message appears.

=S NCh =X

Download complete

7
j_,.- Download Complete

L9 Gwww G hvdhMhMGg2wewd xlsx from internal. calpers.ca.gov

Downloaded: 420KB in 1 sec
Download to: . \59gs dgwv MjM3h 8o Cysg 3GwwwGhvdh MR MG

Transfer rate: 420KB/Sec
[Ilose this dislog box when download completes!

@)Jpen Folder ] [ Close ]

12
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Generating Reports in my|CalPERS, continued

Generating the  The purpose of this report is to provide details on contributions reported by

Contribution the employer for their employees.

Detail Report
The Contribution Detail Report is listed in Cognos but will display a message
directing the business contact to generate this report from within
my|CalPERS.

In order to generate the Contribution Detail Report, the business contact
must have Accounts Payable/Billing and Payroll system access privileges
assigned to their login account.

Cognos generates and opens reports in a separate browser window from
my|CalPERS. Business partners who report on behalf of other business
partners will need to close the Cognos window and end that browser session
completely each time they log in and out of my|CalPERS in order to do
process transactions for a different business partners. Otherwise, the Cognos
window will continue to generate reports as if still logged in for the first
business partner.

There are two ways of generating the Contribution Detail Report — through
the Billing and Summary pages or through the Manage Reports pages. The
steps for generating the report for both are described below.

From the Billing and Summary Page

Step Action

1 Log in to my|CalPERS.

2 Follow steps in the Accessing Reports in Cognos section above on pages 5-7.

13



my|CalPERS — Generating Reports

Step

Action

From the Reporting global navigation tab, select the Billing and Payment Summary
local navigation link.

my|CalPERS

Workflow || my Toolbox

Home .Partiu:ipant] Business Partnar] Reporting  (Walslyll!

Manage Reports BEIITEREGGENEWGERGIEATER  Payroll Schedules  Service Credit Purchase  Health Reconciliation

Common Tasks @ CalPERS ID:

'@ Billing and Payment Summary

Fiscal Year:|2011/2012[]

Total Obligations
Total Obligation: ($186,044.71) Make Payment

@ Contribution for Defined Benefit-CalPERS

Rate Plan 1949
Year-To-Date Contributions
Member Contributions : $88,387.60
Employer Contributions : $137,922.56
1959 Survivor Contributions : $294.00 3
Service Credit Purchase

Contributions + $667.03

Total Year-To-Date Contributions  : $227,271.19 View Contributions Details
Year-To-Date Payments

Total Year-To-Date Payments : $581,172.90 View Payment Details
Outstanding Balance

Total OQutstanding : ($353,901.71)

Percentage of Contribution Paid : 100.00%

‘Year-To-Date Admin/Other Fees : $167,857.00 View Fee Details

Year-To-Date Payments : $0.00 View Payment Details

Total Outstanding 1 $167,857.00

In the Contributions for Defined Benefits—CalPERS panel, select the View
Contribution Details link.

The Contribution Summary for a Fiscal Year report is generated by Cognos and opens
in a separate window. It displays information regarding the payroll reports that have
posted during the fiscal year.

Select the appropriate posted payroll report link to access the Contribution Detail
Report.

@ https://internal.calpers.ca.gov/ - Contribution Sumrmary Report - Cognaos Viewer - Windows Internet Explorer EI@
Coma e -t Sunmar e
bl R B
Contribution summary for a fiscal year m
CalPERs
Program : CalPERS Employer :
Fiscal Year : 2011/2012 Report Type : Payroll - Earned Period
Schedule : Monthly Schedule Name :
s E;’d"if:tmmt Report - Member Employer 5::‘?:“' Additional 5:"'_" Overpayment Total
Status Contribution | Contribution e Contribution Deduction Contribution [l
Date Contribution Purchase
07/01/2011- Posted  Rate Plan- $88,387.60 | $137,922.56 $294.00 $0.00  $667.03 $0.00 $227,271.19
07/31/2011 1945 :Miscellaneous
Total $88,387.60 $137,922.56 $294.00 $0.00 $667.03 $0.00 $227,271.19
Instrucfonal Text The Contribution amount shown above is only for the records which have been posted. It does not reflect the amount for the
records hich have errors.
El
Done I f Trusted sites | Protected Mode: Off V':;] > @& 85% -
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Step Action

5 The Contribution Detail Report is generated by Cognos and opens in a separate
window.

Q Contribution Detail Repert - Cognos Viewer - Windows Internet Explarer

Fo =Sl
A I T (

@U' hitps://intemal.calpers.ca.gov/reports/cgi-bin/cognos.cgi - 8= 1[5 Goagte £ -
File Edit View Favorites Tooks Help x @snagit B B&f  x @ Convert ~ [Select
ir Fevorites 55 A Welcome to C2IPERS On-... (E) PSR Workbench - PSR Wo... [} myCeIPERS () CaIPERS Insider Homepage

L ; »
[ Contribution Detail Report - Cognos Viewer B8 - o v Pagev Safety~v Toolsw i~
Cognos Viewer - Contribution Detail Report |_|
Contribution Detail Report

[

Program - CalPERS Employer -

Fiscal Year : 201172012 Eamed PeriodiAdjustment Date 0701/2011-07/31/2011

Schedule ; Manthly Schedule Hame -

Report Type © Payrall - Eamed Penicd Report Status = Posted

Test Indicator N

Tax Dir
leld Mbr Tax Deferred Erpd
CalPERSID I‘i;ew Earned rnnum Record Fn Rate M Paid Mbr Employer
ype Pariod Status Earmnql comp-mnm cm Contribution | Cotp | Contibution
Amt
100400 |+~ 8304 | ROSEMEVER Payll | 080130TI- | PiocPacs | Poed | County | Hour s1271 $0.00 52482
083072011 Adjustment Saheol
Servica -
1003040000 == _*_1450  LANE, Payroll 4TO12011- Eamed Posted Haourly 31309 32,208.83 3000 30.00 315883 30.00 324784
s Record | OT/312011 | Pariod Union High
Reporting School
District.
1003060000 =__3055  FIGUERCA, Payroll 4TO12011- Eamed Pasted Haourly 31204 3091.01 3000 30.00 34841 30.00 T84
J Recond 07312011 Periog Elernentary
Reporting School
District.
1003060000 ==_S_TI5S WALDRON, Payroll 08012011 Prior Period Posted County Hourly 31482 332824 3000 30.00 32288 30.00 33585
L Record o3IO N Adjustment School -
Service
wl [
| I+
Done " Trusted sites | Protected Mode: OFf - Hx o~

6 In the upper right hand corner of the report window, you can select the format for
downloading the report by selecting the down arrow next to Report View icon.

1€ Contribution Detail Report - Cognos Viewer - Windows Intemet Explorer

@ O - \m https://intemal.calpers.ca.gov/reportsfcgi-binfcognes.cgi

B8 | |

- g\@\‘y\xnﬂ Google

£~
‘ x Bsnagit B & ‘ x @ Convert ~ Pffiselect

File Edit View Favorites Tools Help
e Favorites s A Welcome to CalPERS On-... (%) PSR Workbench - PSR Wo... [ myCalPERS () CaIPERS Insider Homepage 1
| B Contribution Detail Report - Cognos Viewer [ M- ~ [ de v Pagew Sefety~ Tools~ W+

Cognos Viewer - Contribution Detail Report ‘

‘ Traci Veteto  LoaOn v |

b

CalPERS
Program :
Fiscal Year:
Schedule
Report Type

Test Indicator

CalPERS

201142012

Manthly

Payroll - Eamed Period

N

Contribution Detail Report

Employer :

3

5 View in Excel 2007 Formst

Earned PeriodiAdjustment Date :

Schedule Name

Report Status

07411:2011!

72 1] View in Exeel 2002 Format

@ view in Excel 2000 Single Shest Format

& view in Exel 2000 Formst

Hvi

in €5V Format

@] View in HTML Format
[ View in PDF Format
B view in XML Format
1] wiew in Excel Options b

You can also select the arrow next to View in Excel Options to see the choices for
downloading the report in .xls or .csv format.
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Step Action

7 Once you have selected a format, Cognos will generate the report and the following
message will display. You do not need to select the hyperlink in this message. Also,
please note that Cognos is not configured to email the report.

Your report is runining.

8 Instead of waiting, you can select a delivery
method to run the repert in the background.
Select a delivery method.

Cancel

8 When the report has generated, you will be prompted to Open or Save the file.
Select the Save button to download the report to your computer or network.

File Download =

Do you want to open or save this file?

X j Mame: ..yE18GhwywdMhwidCGhijjs2jyqddhvs G2dlg.xlsx
[H] Type: Microsoft Excel Worksheet, 420KB
From: internal.calpers.ca.gov

Open Save ]| Cancel |

ham your computer. f you do nat trust the source, do not open ar

|®' While files from the Intemet can be useful, some files can potentially
L,
= save this file. What s the rsk?

16
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Step Action

9 Select the Open button to view the file once the file has been saved and the following
message appears.

| Download complete E“ =] @
.4
o

Download Complete

wgFewwGhvdhMh MG g2vwwd xlsx from internal.calpers.ca.gov

Downloaded: 420KB in 1 sec
Download to: . SSgsdgwe MjMSh BqCy=sq3GwmmrwGhvdh MhMG ..
Transfer rate: 420KB/Sec

[C|Elose this dislog box when download completes:

Cpen Folder ] [ Close ]

From the Manage Reports Page

Step Action
1 Log in to my|CalPERS.

2 Follow steps in the Accessing Reports in Cognos section above on pages 5-7.

17
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Step

Action

From the Reporting global navigation tab, select the Manage Reports local
navigation link.

my|CalPERS

Workflow |[my Toolbox |

Reporting |Wtehuiall

U ELEG= aeshieet ] Billing and Payment Summary  Payroll Schedules  Service Credit Purchase  Health Reconciliation

Commor fasks  (Z) VIS, CalPERS ID:

“Required Fiel

Search @ Create or Edit Report
Adjustment Reports  [Method:* [+

Preprocessing Area

Earned Period f Test
Adjustment Date

07/25/2011 - 08/07/2011 Suspended Payroll - Earmned Period 09/06/2011 10/03/2011 No

Schedule Name Status Report Type Due Date Submit Date

ﬁ 07/11/2011 - 07/24/2011 Posted Payroll - Earned Period 08/23/2011 09/30/2011 No
3 06/27/2011 - 07/10/2011 Posted Payroll - Earmned Period  08/09/2011 09/28/2011 No
06/13/2011 - 06/26/2011 Posted Payroll - Earned Period 07/26/2011 09/06/2011 No

Displa:

In the Work on Existing Payroll Reports panel, select a Payroll Report link.

»

TN ILELILECIVANY (V) work On Existing Payroll Reports View More Actions»
Retirement Contract Program: | CalPERS -
_Summary [=] [ Display|

)

At the bottom of the Report Details, select the Generate Report Summary link.
my|CalPERS

|' Home H Participant |[Business Partner | Reporting [Admin |[Workflow | my Toolbox 1

L= =iz gse s Billing and Payment Summary  Payroll Schedules  Service Credit Purchase  Health Reconciliation

® Y. CalPERS ID:

Report Type: Payroll - Earned Period Earned Period: 07/11/2011 - 07/24/2011 Report Status: Posted
_Adjustment Reports Program: CalPERS Schedule Name: Test Report: No
Preprocessing Area
_File Upload History G Paeeg e e
Retirement Contract Records Reported Records Posted Unposted Records Records with Errors
_Summary | Total 425 425 0 0

® Records Statistics

Record Type

Payroll Record 425 425 0 0
Service Credit Purchase Deduction 8 8 0 0
Record

@ pownload File

File Type:
) Full File

' File with Posted Records only
) File witHUnposted Records Including Errors

Download File
Generate Report Summan/ |Generate Missing Payrol View Records

18
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Step

Action

The Payroll Report Summary report is generated by Cognos and opens in a separate
window. It displays report and record statistics related to the payroll report selected.

Select the payroll report link in the Financial Summary table to access the
Contribution Detail Report.

/€ https://internal.calpers.ca.gov/ - Payroll Report Summary Report - Cognos Viewer - Windows Internet Explorer EI
Cognos Viewer - Payroll Report Summary Report | | Traci Veteto LogOn ™ |

pldy B Bl

Payroll Report Summary

CalPERS
Program : CalPERS Employer :
Fiscal Year: 2010/2011 Earned Period/Adjustment Date : 06/13/2011-06/26/2011
Schedule : Bi-Weekly Schedule Name :
Report Type : Payroll - Earned Period Report Status : Posted
Test Indicator : I
Report Statistics
Records Reported Records Posted Records Unposted Records Error
Total 427 427 o 0
Record Statistics
Record Type Records Reported Records Posted Records Unposted Records Error
Semvice Credit Purchase Deduction Record 2 g ] 0
Payroll Record 427 427 ] 0

Financial Summary

Earned

PeriodAdiusiment | RatePlan | copriiion | conpiouion | Contibuion | Contbuton | puchase |  Doducton
06M13/2011- $99,920.28 50.00 ] $0.00 573381 50.00
06/26/2011

lU}‘lU*Ull.UB:‘lB AM Page 1
Done I +/" Trusted sites | Protected Mode: Off v HO95% v
|
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my|CalPERS — Generating Reports

Step Action

5 The Contribution Detail Report is generated by Cognos and opens in a separate
window.

Q Contribution Detail Repert - Cognos Viewer - Windows Internet Explarer

Fo =Sl
A I T (

@U' hitps://intemal.calpers.ca.gov/reports/cgi-bin/cognos.cgi - 8= 1[5 Goagte £ -
File Edit View Favorites Tooks Help x @snagit B B&f  x @ Convert ~ [Select
ir Fevorites 55 A Welcome to C2IPERS On-... (E) PSR Workbench - PSR Wo... [} myCeIPERS () CaIPERS Insider Homepage

L ; »
[ Contribution Detail Report - Cognos Viewer B8 - o v Pagev Safety~v Toolsw i~
Cognos Viewer - Contribution Detail Report |_|
Contribution Detail Report

[

Program - CalPERS Employer -

Fiscal Year : 201172012 Eamed PeriodiAdjustment Date 0701/2011-07/31/2011

Schedule ; Manthly Schedule Hame -

Report Type © Payrall - Eamed Penicd Report Status = Posted

Test Indicator N

Tax Dir
leld Mbr Tax Deferred Erpd
CalPERSID I‘i;ew Earned rnnum Record Fn Rate M Paid Mbr Employer
ype Pariod Status Earmnql comp-mnm cm Contribution | Cotp | Contibution
Amt
100400 |+~ 8304 | ROSEMEVER Payll | 080130TI- | PiocPacs | Poed | County | Hour s1271 $0.00 52482
083072011 Adjustment Saheol
Servica -
1003040000 == _*_1450  LANE, Payroll 4TO12011- Eamed Posted Haourly 31309 32,208.83 3000 30.00 315883 30.00 324784
s Record | OT/312011 | Pariod Union High
Reporting School
District.
1003060000 =__3055  FIGUERCA, Payroll 4TO12011- Eamed Pasted Haourly 31204 3091.01 3000 30.00 34841 30.00 T84
J Recond 07312011 Periog Elernentary
Reporting School
District.
1003060000 ==_S_TI5S WALDRON, Payroll 08012011 Prior Period Posted County Hourly 31482 332824 3000 30.00 32288 30.00 33585
L Record o3IO N Adjustment School -
Service
wl [
| I+
Done " Trusted sites | Protected Mode: OFf - Hx o~

6 In the upper right hand corner of the report window, you can select the format for
downloading the report by selecting the down arrow next to Report View icon.

1€ Contribution Detail Report - Cognos Viewer - Windows Intemet Explorer

@ O - \m https://intemal.calpers.ca.gov/reportsfcgi-binfcognes.cgi

B8 | |

- g\@\‘y\xnﬂ Google

£~
‘ x Bsnagit B & ‘ x @ Convert ~ Pffiselect

File Edit View Favorites Tools Help
e Favorites s A Welcome to CalPERS On-... (%) PSR Workbench - PSR Wo... [ myCalPERS () CaIPERS Insider Homepage 1
| B Contribution Detail Report - Cognos Viewer [ M- ~ [ de v Pagew Sefety~ Tools~ W+

Cognos Viewer - Contribution Detail Report ‘

‘ Traci Veteto  LoaOn v |

b

CalPERS
Program :
Fiscal Year:
Schedule
Report Type

Test Indicator

CalPERS

201142012

Manthly

Payroll - Eamed Period

N

Contribution Detail Report

Employer :

3

5 View in Excel 2007 Formst

Earned PeriodiAdjustment Date :

Schedule Name

Report Status

07411:2011!

72 1] View in Exeel 2002 Format

@ view in Excel 2000 Single Shest Format

& view in Exel 2000 Formst

Hvi

in €5V Format

@] View in HTML Format
[ View in PDF Format
B view in XML Format
1] wiew in Excel Options b

You can also select the arrow next to View in Excel Options to see the choices for
downloading the report in .xls or .csv format.
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my|CalPERS — Generating Reports

Step Action

7 Once you have selected a format, Cognos will generate the report and the following
message will display. You do not need to select the hyperlink in this message. Also,
please note that Cognos is not configured to email the report.

Your report is runining.

8 Instead of waiting, you can select a delivery
method to run the repert in the background.
Select a delivery method.

Cancel

8 When the report has generated, you will be prompted to Open or Save the file.
Select the Save button to download the report to your computer or network.

File Download =

Do you want to open or save this file?

X j Mame: ..yE18GhwywdMhwidCGhijjs2jyqddhvs G2dlg.xlsx
[H] Type: Microsoft Excel Worksheet, 420KB
From: internal.calpers.ca.gov

Open Save ]| Cancel |

ham your computer. f you do nat trust the source, do not open ar

|®' While files from the Intemet can be useful, some files can potentially
L,
= save this file. What s the rsk?
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my|CalPERS — Generating Reports

Step Action

Select the Open button to view the file once the file has been saved and the following
message appears.

E=B\EoB =<5

Download complete

#

3_,,.- Download Complete

wgFewwGhvdhMh MG g2vwwd xlsx from internal.calpers.ca.gov

Downloaded: 420KBin 1sec
Download to: . SSgsdgwe MjMSh BqCy=sq3GwmmrwGhvdh MhMG ..

Transfer rate: A20KB/Sec
[C|Elose this dislog box when download completes:

Cpen Folder ] [ Close ]
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my|CalPERS — Generating Reports

Generating Reports in my|CalPERS, continued

List of
my|CalPERS
Reports

The following table lists some of the reports with a short description that
employers can generate in my|CalPERS.

Report

Description

Contribution Detail Report

Provide details of contributions reported by the employer for a specific
report type and earned period.

Remittance Advice Report

Allows an employer to generate a remittance summary to accompany
payments.

Payroll Report Summary

Displays payroll report statistics and financial information. Also
provides a summary of all records reported, records posted, un-posted
records, and records found with errors.

Monthly Employer Billing
Roster Report

Shows the employer all their employees and their employees’
dependents which make up their Current Month Receivable.

Participant Enrollment
History Report

Lists the history of enrollment/appointment data for the CalPERS
program only.

Contribution Summary For
a Fiscal Year Report

Provides summary information on the contributions reported in the
payroll report or calculated by the system for a given earned period
within a fiscal year.

Employer Health Event
Notification Report

Summarizes the confirmed transactions submitted by the Public
Agency/School Districts for a Particular Active Employer.

CalPERS ID and
Appointment ID Report

Displays a correlation of a Participant’s SSN to the newly generated
CalPERS ID and Appointment ID.

Health Plan Statements
Employer Report

Displays summarized Health Plan Statement information for
subscribers under a particular employer.

Retirement Planning for
Public Agencies and
Schools Report

Provides employers with retirement planning information based on
members’ age group and member category under Public
Agency/School Member Category Benefits rule group.

Service Credit Purchase
Payments Due Report

Provides a list of members that have active Service Credit Purchase
payment plans along with the scheduled payment end date.

Error List Report

Lists all the payroll records that have errors.

Missing Participant Payroll
Records

Lists missing payroll, service credit purchase, supplemental income
plan records and overpayment deductions in a regular earned period
report.
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